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Filling out the Tax Withholding Forms 
W4 (Federal) and WT4 (State) Note: You must submit tax changes on a desktop, 

mobile devices will not work 

How to change default PDF reader  
To check to make sure your default PDF reader in Windows 10 is Acrobat Reader, follow these steps: 

1. Click on Start, then Settings 

 

 

 

 

 

 

 

 

2. Click on Apps 

 

 

 

 

 

3. Click on Default apps   

 

 

 

4. Click the Choose default 

app by file type option  
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5. Click the current default app for the .pdf file format and select the app you want to make the 

new default. 

 

 

Once you complete the steps, PDF documents will open Acrobat Reader. 
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Using Self Service 
Login to PeopleSoft 
https://milwaukee.gov/selfservice 

 

1. Click the Payroll tile 

 

 

2. Click the Tax Withholdings tile  

 

 

 

 

 

 

 

 

https://milwaukee.gov/selfservice
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3. Select either the Federal or State form 

 

 

 

 

 

 

 

 

 

 

4. Click Federal Withholding Allowance Certificate 

 

5. Read then Click OK 
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Depending on which browser you are using, the steps a slightly different. 

Using Firefox 
‘Open with’ should have Adobe Acrobat Reader DC listed. If it’s not, go back and set your default PDF 

viewer.  

Click on OK 

 

 

Using Chrome 
The document will download to your computer. Click on the file. If the form doesn’t open in Acrobat 

Reader then go back and set your default PDF viewer.  

 

 

Using Edge 
Click on Open. If the form doesn’t open in Acrobat Reader then go back and set your default PDF viewer.  
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After the form is open, you should see a green Submit button. If you 

don’t see the Submit button you will not be able to save the form 

and send it to Payroll.  

You will only see the Submit button when the form is open in 

Acrobat Reader.  

 

 

Fill out the form then click Submit. A Windows 

Security pop-up box will display. Enter your emplid 

and password.  

 

The form is validated then sent to Payroll. If there 

are not errors on the form, the changes you made 

will be on your next paycheck.  

 


